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FIRST TIME LOG ON

First Time Log On 0 State of Vermont Employees
1) As state employees, you will be able to

This section will provide information on your access as a State of Vermont Employee access the new SuccessFactors
Recruiting and Careers Site from the

9 CAREERS (humanresources.vermont.gov) either by
going to the login widget on the right

We have Transitioned to our New Careers Site! R hand column of the Home page
s We are very excited about this new site and are confident you will find it much more user-friendly! (adjacent to the VTHR Logln) or
) » ) ) 2) Going to the oOFor Job
(0}%4110 » You will see below how to access Career Opportunities and other information whether you are an External h t /
3 A" Candidate or a current State Employee. ( umanresources.vermon .gOV CareeArs) .
3) You must sel ect O6First
| - ! e Allthe other content that was currently under the "For Job Seekers” section has been moved over to the very first time you attempt to access the
ite: . t.gov. . .
eI caresTErmOnt 8O system. This will take you to a page (not
shown here) that will:
— For External Candidates For State Employees @ I Review the new Isi i

use.
Il.  Take you through the first
time login instructions
explained on the next 3 pages.
IIl.  Link you to help/user guides.
4)  Only after you have set your
password you may access the site in

State of Vermont Employee o

: S B | VERMONT

Career Site

/\.\ and your
O s work matter.

- R SAP SuccessFactors
External applicants enter here to search and apply RECRUITING

SAP SuccessFactors I online for job openings that match your skills and the future by L
RECRUITING goals. a) Using the quln I_|nk on the
DHR Website widgets.

First Time Login

The new website "g0V. YOU Can

b) Using OFor Currienf

. . . ——9——_ ookmark for direct access. Login . .
First Time Login®—— | ’/" Empl oyees Loginé |
. /_w Current employees can now use ourHE\{vCareelr Site, external careers site.
Login SuccessFactors. to search and applv for iobs online. If C) Bookmarking the

SuccessFactors Login Page.

™
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FIRST TIME LOG ON

Logging In/Setting Password & State of Vermont Employees

No State of Vermont Emall

I f you dondt have a State off
able to set your password in this way.

Please contact Recruitment Services at:

802-828-6700 or toll free at 855 -828-6700
Select Option 1, then Option 4

\Email: DHR.Recruitment@Vermont.gov /

For the initial log in, you are required to change your
password. Passwords can be changed/reset by the user

with the 06?26 |link beside the| p

your User ID (Your State of Vermont Employee ID)
and click OResetd

9 You will be sent to the Forgot Password Screen. Enter

™
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7~ VERMONT

RESETTING PASSWORD

Logging In/Changing/Resetting Password d State of Vermont

Fmbnlovees

An email notification will be sent to your State
email with a hyperlink to reset your password.
See password requirements on Reset screen.
Please close out of the browser completely.

Click the hyperlink that was emailed to you or Copy
and paste into your browser. Complete the fields as
required then select the dsubmitdé button.

7~ VERMONT

™

SAP SuccessFactors

SS

Reset Password Support Notification
To  Meirs, Bill

You can reset your password at the following URL: https://hcmdpreview.sapsf.com/kba?token=v2-
%zFrzNxhgnuzsn%zchfaanTKUBZqDnggzauAfomeofsaxcmws ORB8JDT2ge%2FAICs5%

2FuVj5vosk

2BvbhSaAEmMDgZNtTukmivkOupdE3QkBogQl BU13Y9GBfWUtfHeein|3oyADBBIBUILUU%
2BNGIWDHE2NYAXQkkjL%2Bm7DdDczSoy%2Fuv2YyMidtgb%2 FCpLVEfULQIDdt55t2b Y%
2FEVOLO1VY%2FPQWU%2BzXkrspcHIc%2BSfuY 3D

This is a system-generated message through "Forget Password Support” requested by you. If you
believe this is an error, please contact your support immediately.

Reset Your
Password

Passwords must be from 8 to 18
characters long.

Passwords are case sensitive.They
are required to be mixed case.

Type your new password

Passwords must contain at least one
numeric character.

Password cannot be same as any of
the previous 10 passwords.
Passwords may contain any
combination of letters and digits.




7~~~ VERMONT RESETTING PASSWORD

Logging In/Changing/Resetting Password d State of Vermont
Fmblovees

o You will get a OReset Successful ‘@7r\%@vﬂlln(i)wfbedﬂé’ciédbacktotheloginscreen.Youcanproceedwith

have successfully chosen a password and they your new password to log in to the SuccessFactors Recruiting system. If
match. You can then proceed to login by clicking your computer is not used by anybody else or a public computer __, you
Back to Log In button. can store your login information in your browser.

VS. [SAP SuccessFactors ]

Reset Successful!

WHATO6S THE DI FFERI

a5S The New SuccessFactors
Your pas:swrd has been succ fully Recruiting system is only for:
reset. Click the button below to return ' a i : ‘, A Searching and applying for

positions at the state.

A Creating and Managing Job
Requisitions.

All other functions you currently

do in VTHR (timesheets, etc.)will
&main the same. /

to the login page.

™
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HOME PAGE NAVIGATION

Tour of the lelng Manager Home Page Upon logging into the Success Factors Recruiting portal, you will be ~ 3) Help and User Guides: This tile will display useful help
S— directed to your home page . The Home Page is dTile Catalog , with resources. For example, you may see a Job Aid for navigating
/~m\£mmr Co— 0 : blocks of tiles. Each tile created is accessible to users based on through the SF Recruiting Portal. Note: In the recruiting
specific role created in the portal. module, you will see a help link in the Recruiting Main
1) Home Tab & All users have at least 3 dropdown options. All menu (see fig A.) Please disregard this link. You will be
Seieenibe , users will have O0Homed, o0Car eer sabletwfindalldhmielp Eaoprees gn éhis HefpianddJger
Click on Oo0homedé to show the dr opQuidetile.opti ons, then hover
@ over each drop-down menu and click to select. Based on your 4) Quick Links Tile: This tile brings user to other areas of the
R role, you may have others options. portals through links available to them.

A Home. ls your home page for &)c desmsofiUsed oriogoing iorSeccessFactors System. You
Do6s6, easily accessi bl e | obsheuldgeviaweponuyow frstlegin. and Qui ck

J Links. 6) Search Bar: The search bar allows users to search by category
- = ’ A 0 Car ehlxings users to any current jobs posted on the job they are seeking. After typing in the search bar, a
@ s e e Q i? Bill Meirs 0 y within the State of Vermont for internal or external list of possible items will drop down where users can choose
applicants. Searching and applying for jobs is detailed what they are looking for.
Zi:aﬂzri:‘;::m?im further in this document. 7) Account Navigaton 600 Empl oyee Profil ed ||
Log o A OEmpl oyee P bringsiuders to theirlpersbnal has a drop down to select one
information in relation to work experience, previous oPersonalize Homepaged6, and ol
- employment, education and courses/continuing A Options allows users to reset their passwords, enable
/\'\VERMONT Y Recruiting v education. mobile, and receive notifications.
Job Requisitions  Preferences  Candidates  Source Tracker  Help & Tutorials 2) To Do Tile: Tasks that are specific activities that an employee A~ Personalize Homepage is a feature to move your
needs to take action on. For exampl etilesaaumdpnyour komgpager prof il ed |c

oapprove a requisition.o A Log-Out allowsuserstologogtofthesystem.
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CREATING A NEW JOB

7~ VERMONT REQUISITION

Logging In and navigating to Recruiting Section

Log into system per Click on the Home button and select Selectd Cr e at ein tNeetop dight side
previous instructions Recruiting of the screen

o ,Q\VERMO q I /ﬁ Home /\"\.VERMONT /ﬁ Recruiting ~ ':\ Search for actions or people R ):l -@
/\.V H MOI J I Home Job Requisitions Prefarences Candidates Help & Tutonials
SuccessFactors Recrl SAF Jam Job Requisitions
—— Careers = -
Quick Links [0 Recruiting 9 A 9 (@ Create New (] Reports Offer Approvals
Company Info
My Employee File / A Note about the SuccessFactors Mobile App \
| Reporting On the login page shown in step 1, you will see the ability to download
Admin Center a mobile app by scanning a QR Code. Unless youonly interaction with
n SuccessFactors is to approve job requisitions or job offers you will need
use your mobile devicebds browser s. the n
the full features of the system. We recommend using a desktop
computer whenever possible.

J

SAP SuccessFactors 1



CREATING A NEW JOB

REQUISITION
/OFi nd Usear 6

Please note you can use the
OFind Userod at

Filling in Job Detail Information

Enter the Internal Job Title, Hiring Manager* (see important note

below), Appointing Authority or Delegate, HR Field Administrator and _ R ; ehnaalgs yol\blj to search for
Talent Acquisition. As you start to type names, the system will start to Usi ng 0 F 83edToblzxan dght the Hiring Manager,

show options based on your input 8 see step 2 and toolbox on the Appointing Authority or
right. Delegate, HR Field

Administrator and Talent
Acquisition. Enter the
information, click search and
the system will list those that

Create New Job Requisition

Gail Rushfo Find User. @

| %, Gail Rushford (05602, Human Resou / oo [ meet the criteria entered.

nternal Job Title o / tocaton. (A st Seec > The more information you

Due Date (HR Use Only) 09/21/2018 - enter the_better the SearCh
results will be.

0 Hiring Manager |-

Appointing Authority or Delegate . 0 A u t ccom p l t
As you start to type name,

HR Field Administrator ﬁ Important Notes the_system will start to _show
options based on your input

Talent Acquisition 1. Appointing Authority (or designee) Field System notifies that a requisition has been created. This emdil highlighted in yellow. Make

will not require the Appointing Authority to take an action in the system. If approval is required, use the sure you click down_on the
"Add Approver" button shown on page 16. N e e

2. If you are starting a requisitioon behalf of the actual hiring manage, please puyour namein as hiring .
i ATACAO i1 OEEO OAOAAT AT A OEAI AEAICA Oi AAOPAI [ EpweARie fefddesto i ;
iT DPACA Xa8 )& UI O Ai1806h EO xEIl 110 IMRORTANT:U] & Qi hAivieon ROA AWQ n A W

- Even if you change the hiring manager here, there is no need to add yourself as an additional hiring
manager shown on Page 16, Step 1 (you will not be able to.) You will still have the same access to thg

SA P S U CCESS FaCtU rS requisition as the hiring manager because of your role ithe system. 12

highlighted name to get it to




CREATING A NEW JOB

7~ VERMONT REQUISITION

Completing Position Details

Once the information for the Hiring Manager, Once you press Onextdé the system wi | Beliow ybe dooat eemapgarwiehnl IAi
Appointing Authority or Delegate, HR Field of the screen it wildl show you a ¢ tPemaplbsoft haww ndedproclkesse wi ¢
Administrator and Talent Acquisition is entered You will create the requisition, it will then go to Field HR to confirm and with the red asterisk (*) will need to have
click to NEXT button at the bottom of the screen. approve, then to the Talent Acquisition team to confirm and post. data entered (see next page.)
Job Requisitions Preferences Help & Tutorials
nternal Job Title AOT Maintenance Techni :FD o e . -
Job Requisition for Family Services Worker 02
Due Date (HR Use Only) 09/21/2018 =
@ Route Map
Hiring Manager Jason Tremblay FindUser. &
Appointing Authority or Delegate Scott Rogers Finduser . &
@ Create Requisition [ 2 HR Field Administrator [ 3 Talent Acquisition [ 4 Completed
HR Field Administrator Cheryl Blake Find User. @ } Actions
Talent Acquisition Denice Henrich Find User.. ﬁ‘) Job Requisition Detail - Job Profile
Req Id 1009
Position Details
0 @ The hiring manager is requested to provide as many details as possible in this section. Human Resources will validate all entries and resolve any discrepancies before proceeding. Please use the comments section to provide any special instructions
regarding this job opening. If you have any guestions, please call the Talent Acquisition Team at 828-6700, option 1, then option 4 or email dhr.recruitment@vermaont.gov.
Cancel Next

SAP SuccessFactors 13



CREATING A NEW JOB

7~ VERMONT REQUISITION

Completing Position Details, Continued

= Position #/Position Title 0 ‘ ®
1) Enter the Job title or the position number
New PosiionReplacement @) - [No Selection v 2) Use dropdown to select oOnew positioné or oOrepl acemen
neumbent @ 3) If you chose replacement, enter the incumbents name
4) Use dropdown to select if the position supervises
* Will this position supervise? e No Selection - _
5) Enter the Department name from dropdown options
" Department Name @ No Selection v 6) Enter the location from dropdown options
- 7) Enter number of openings. If this has multiple positions being filled please add the position numbers in
Location @ No Selection v ®
the above field. Add any additional comments in the comment section at the bottom of the screen if
Number of Openings 0 1 @
needed.
* Position Status @ No Selection v 8) Enter position status from dropdown
o o 9) Enter scheduled type from dropdown
" Schedule Type @ No Selection v _ _
10) Select if this is a multilevel recruitment. If so, please enter comments in the comment section at the
ke @ roseecin v bottom of the screen to advise of the details.
* Posting Parameters 9 No Selection 11) Use dropdown to select the posting parameters.

™
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,o CREATING A NEW JOB
# =~ VERMONTI REQUISITION

Appointing Authority or Delegateds role in Requisiti

On the next page, you will be confirming the involved parties on your requisition. Depending on your departmental progassaésneed to indicate the role of the appointing
authority (or delegate) in your requisition approval process. Here is a chart that shows the scenarios and what actiandd/takevbased on your internal processes.

Your have received Appointing Authority or Delegate Approval Prior to
Creating Requisition and they only need to be notified and do not need
to approve in the system

Your Appointing Authority or Delegate needs to Approve Requisitions in
the system when you create a new requisition

Action :
No further action needed as long as they were input as Appointing
Authority/Delegate when you began requisition. You can proceed to t
next step.

Action :
Follow Step 2A on next page &mld them as an approverAfter that you
can proceed to the next step.

SAP SuccessFactors




7~~~ VERMONT

CREATING A NEW JOB

REQUISITION

Completing Position Details, Continued

Involved Parties

* Hiring Manager

A

Ruth Houtte Find User... @

Hiring Manager Additional Jsec Manage Addiional Users

* HR Field Administrator Darlene Brown fnd User. @
* Talent Acquisition Denice Henrich Find User. @
Appointing Authority @ Scott Rogers Find User.. @ Clear

9 Overall Comments

A

*Important : If you put
yourself as hiring
manager on first screen
in order to complete
the form, but are not
the actual hiring
manager, make sure to
correct it here!

Use this comments section to provide any special instructions or notes about this recruitment. The comments will be recorded as part of the per

Comment

Qe

4

Save and Close Close Without Saving & Add Approver ‘

= Send fo Next Step ‘

™

SAP SuccessFactors

1)

2)

3)

4)

The Involved Parties information will pull in from the previous page. If an error
was made you can correct it on this page. Be sure the hiring manager, HR Field
and Talent Acquisition information is correct. The hiring manager can add
additional users who will have authority to manage the requisition even if
they do not have the hiring manager role. This will not add them to the
approval path and they will not receive notifications on the requisition.
Based on the scenarios on the previous page |, if the Appointing Authority
only needs to be notified and doesnadt
proceed to next step. The Appointing Authority will receive an email indicating
that a requisition has been submitted. No action will need to be taken by the
Appointing Authority.
2a.) If your Internal Business Process requires the Appointing Authority to
approve the new requisition in the system, you will need to add them to
the approval workflow by clicking |0
step
The Overall Comments box can be used as open text. Any information that
needs to be added can be placed here.You can put information such as your
job posting overview or the Time and Labor Data for this position (if you
have it), etc.
Once all information is entered pres|s
screen. NOTE: If you overlook a required field you will receive an error

notification advising where the error was made. Errors will need to be correctqg

heafora voi1r can ecend to the navt ctan



7~~~ VERMONT

CREATING A NEW JOB

REQUISITION

Sending Requisition to Next Step

This will bring you to the next screen which will
confirm that you are sending the requisition to your
Field HR Representative.

Presso Send t o Nathebot®mnep

You will return to your dashboard page
of the page.

where you can view the requisition.

Send to Next Step @

Forward Form to Darene Brown

Email Motification Comments

You're about to send this form to the next person(s) specified in the workflow.

™

SAP SuccessFactors
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=> Send to Next Step

©

B Select All Job Title Reqld T Hiring Manager Due Candidates Progress Updated
Family Services Worker (& 923 Ruth Houtte 2] 08/01/2018 2 | 07/27/2018
Family Services Worker (2 981 Ruth Houtte B 08/07/2018 3 | 07/31/2018
I Family Services Worker 02 (@ 1009 Ruth Houtte 5] 08/08/2018 - | 08/01/2018 I

Job Requisitions

(® Create New (2] Reporf

Candidates New Current External Current Internal Average Days Open
Forwarded Candidates Requisitions Requisitions

our cursor over a job title to view the actions tha
\cquisition Team at dhr.recruitme

sitions associated to you. Hold y
een. Ifyo assistanc contact the Tale
and guidelines related t

Jisition, click on the link "Create N
on 4. Click on the Help & Tutorig]

Items per page 10 ~

Filter Job Requisitions = Open and Pending Job Requisitions » 7 Filter Options @ Display Options Highlight Job Title

17
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REVIEWING CANDIDATES

AND USING
THE RESUME VIEWER

Job Requisition Dashboard

=]
A R iti (} Search for 2ctions or DEOD Derek Moffett on behalf of
. i} (L}, Search for actions or pecple | w
/\'\VERMONT ecruiting ~ 1, Search for actions or peaple ) .@

Patricia Crossman
G Job Requisitions Preferences Help & Tutorials . . .

To review your candidates, you will
a first need to navigate to your open
job requisition from the Job
Requisitions page

Job Requisitions

(P Create New [J] Reporis [ Offer Approvals
Candidates New Current External Current Internal ~ Average Days Open Filter Job Requisitions: Edit this
Forwarded Candidates Requisitions Requisitions | dropdown to show 0Open
Hol job titl iew th ti t ke, Ti lick link ™ te M n | ReQUiSitionS.é Your pag
Old your cursor over a Job e 10 view the actions that you may take. 0 create a new requisition, click on the link "Create New" in the upper eft come f .
alent Acquisition Team at dhrrecruitment@vermont.gov or call 828-5700, option 1, then option 4. Click on the Help & Tutorials link for general and pll_SpIay your posted, open job
requisitions.

The total of number of candidates is

@ ltems per page | 10 v Pagecf1 displayed as a linkd clicking this link
will bring you to the list of applicants
Filter Job Requisitions = Open Job Requisitions v |V Filter Options @ Display Options Highlight Job Title [ for your requisition (see screenshot
on next page).
Job Title Reqid Tt Hiring Manager Candidates Progress Age{Days)
Nurse Manager (2 924 Patricia Crossman 6 (6 Nev | 1

©

™
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REVIEWING CANDIDATES

AND USING
THE RESUME VIEWER

Job Requisition Dashboard

. . . o ) Hiring Manager Review: Click on this status to display candidates who . o . A
Recruitment Review: Applicants in this status have been screened by Recruitment. have been screened by Recruitment and can be contacted and Review an Inleld_uaI Candidate: Click f[he
YOl_J can preview z_;lppllcants in this st_atus, but cannot_take action on an application interviewed. Letds take a | ook at nngnile&fatf}e éagbdldfit%yowar}t tlo review, - 1 5
until they are in Hiring Manager Review status. Candidates are moved from status. There are multiple ways to review applications, resume, and and you will be rough_t to_a page tha
Recruitment Review to Hiring Manager Review after the application deadline. cover letters ' ' opens to their full application.

Nurse Manager 2 (952) View Details
0 Selected QTS0 & Display Options % Filter Options
JOB PROFILE CANDIDATES JOB POSTINGS (2) )
~ Talent Pipeline & View active candidates (3) & View all candidates (3) . Hﬂﬂ'IE T HE"H S‘tatl.IS Famardﬂ By C
= I% Maisie Whitfield Hiring Manager Review E
= I% Tia Halliday @ Hiring Manager Review E
Candidates : View all candidates (3) — _ - .. .
[ I% izgan Becker Hiring WManager Review E
0 Selected LIS OL I @ Display Options 7 Filter Options
W Name T New Status Forwarded By Candidate Type Rating Source Candidate Source e I% anda Velazquez Hiri ng Man ager Review E
= & Derek Moffett Recruitment Review Internal 100.0  Internal Site Internal Site
= 5 Tia Halliday Recruitment Review External 100.0 Job Board: RCM RedirectJob Board: RCM Redire
= 8, Tiegan Becker of Recruitment Review External 0.0 Job Board: RCM RedirectEmployes Referral lT‘E'IITI S I:I E r ,'}EI ge 1 G e F a ge 1 D 1

™
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REVIEWING CANDIDATES

AND USING
THE RESUME VIEWER

Reviewing The Candidate Application and Profile Page

You can also view multiple resumes at one time. Check the box next to th

Links to the resume and cover letter O. Ai Ad AT Oi 1 07 OAITAAOG All APDIE OA 1EA A @ EGBOE L0 ADKHDO

O! AGET T " 060606116

Maisie Whitfield (External Candidate) @ Application [EEEIGES

Family Psychiatric Nurse

0 (610) 1114444 = maisiewhitfield@gmail.com r Letter (0 Resume EZEmal [ Take Action r
Nurse Manager (924) View Details
~ Application ~ Corresponde v Advance Candidate Hiring Manager - Patricia Crossman &5l
JOBPROF 0B POSTINGS (2) Status Open e 1d
Hiring Manager ey Date: D7/27/201 User Emai (= Disqualify Candidate
hanks for applying = Move Candidate
Hiring Manager Rey  ~ « Talent F ites (6) 2 View all candidate:
2 Email Candidate
~  Offer Letter [)’k 0 0 0 O O
i There are no items in this se New Appli Print or Save Hiring Manager Review - [T Pre-Offer Offer Not Selected Automatic Disqualified ~ Requisition Closed ~ Hired On Other
ere are no ite =

P
& Forward To Colleague
No Selection v
v Application Status Audit Trail . | & Forward To Requisitions
MMIDDYYY ) e ) e
i ! {1 View Resume
4 Selected & v Filter Options Highlight Candidate I:|
MMIDDYYY | ) Status: New Ap e I e

015 Forwarded By Candidate Type Rating Source ‘Candidate Source Phone Number Last Updated Veterans' Preference Points Mandat

cia Crossman

ctJob Board: RCM Redi

¥ = & Maisie Whitfield Hiring Manager Review External NiA Job Board: RCM R (610) 111-4444 07/27/2018

Status: Hiring M

¥ = & Tia Hallid Hiring Manager Review External NiA Job Board: RCM RedirectJob Board: RCM Redi 802) 555-T777  07/27/2018
w0 [hphimmERsD v = 5 Tiegan Becker Hiring Manager Review External NiA Job Board: RCM RedirectJob Board: RCM Redil 07/27/2018 & Points
Application e Ot
¥ = & Wanda Velazquez Hiring Manager Review External NiA  Job Board: RCM RedirectJob Board: RCM Redi 0712712018 10 Points
™
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REVIEWING CANDIDATES

AND USING
THE RESUME VIEWER

Resume Reviewer and Saving Applicant Info

. . . . . PR . i ; You can also print all application e e s P A
4EA 02A0001 A 6uphmxAO Buitchibéiviben resumes using these . %ﬁffgex . Tesop materials. Check the box next to #1 EAE OEF A Al QA.. Q! A0E1L 1 0
your screen OPOAOEI 606 Al A OI 5 "INt RORIY ey o SEA O. Al Ad Al C 73 AlAR QR ARO QEHO 10 3A0A86

t B t OE O. Al o AlIl O (OX (N®) AO" N
0 your Job requisiuon. applicants PrintandSave in this option.

@ © (3]

§
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